sot Keiner 


From Chicago, United States 

-Explorer for National Geographic 

She is a Global Goals Ambassador for the 
-United Nations 

-Director of Innovation at a school in Chicago 


On social media sites such as Twitter and 
Instagram 


a inaid) A gl! haea Gadel" Oy) ging giil cull) 
wel teal g ris gt he Co Latay) uel gill afl ge le 


AAY Baai GUY gly gE lsd Aisa Cpe 

cila U 5 pads g chad) ya gue SLi gudili halaia å Aiia 
baai Pee Asallell_ 

Èi ob shaded gaal USD Byte - 


After collecting data from the litters, she used to 
make infographics to analyze the data as she 
used it .she used GPS maps 


She noticed that there was a lot of litters from 
COVID PPE 

(Personal protective equipment) such as 
facemasks and gloves 


Atle agar dary agit Cals GUA Gye CUl) gaa sey 
gl gall spond alli bei) A Catt) LS SLL) Jail 
called 


paiid Ayla gl) alaa Gilde Cy pS aS tga 9 bay 
a) Aal g AB) gl) lalasi (fis 


- Keiner decided to help spread awareness of 
the dangers of litters, after COVID-19 
pandemic in 2020. 


In 2019, the Egyptian Ministry of Environment 
Started the "Go Green" Initiative 


pears) Balan! TVG ale Ay penal) dinl b jg cule! 
W yea 


dey Uy GUL oldies 5 gl) dd (8 Ste Lived) C8 


MS Keiner used an app (Debris tracker) 


It is a free application that can be downloaded 
from a mobile phone 


This initiative part of 

the National Sustainable Development Strategy, 
Egypt 2030, and includes 63 environmental 
issues. 


A pail Aye gl Apes iu) Uaj È Blead ode (Ati 
c Agi iuad VY Jaig Ye he paa Aalia] 


Hu ilaa Shi 9g AAL aiaia Gahi aiiu) - 
J gamall iili (gle Gye Ahi 


- MS Keiner took a photo of the litters and 
recorded where she found it via the global 
positioning system (GPS), and users can view 
and collect this data 


To spread awareness of environmental issues and 
to emphasize each citizen's role in protecting the 
environment and natural resources 


lai ge Sued ai N |) gue baih a gii Cuils - 
GPS plaiul 


- and she described the kind of litters (paper - 
plastic...) and sending location data. Her 
students in the third to fifth grade helped her in 
that, as she teaches them how to use the 
application. 
lia sg Wp guatig Ai Ge lili) ears a siti Cuils g 
col all 2B gall itn Sluts (.., AA — Guy) 
iya gaalii ia idil iall (8 Lge lls (8 Lass Lg 
| Gadel) plated LAS agile 
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FEARNE AE LLL Yo gl pd 
idal ay) gall g Anis! dylan 


err 


Digital citizen has rights @responsibilities 
responsibilities Rights 
Respect others' privacy | Privacy 
Respect various Protection from 
sources piracy 
exhibit positive ability to engage 
behavior when interact | with others online 
with others 
Ensure safe sharing Provide and access 
online information online 
Use the Internet 
anytime and 
anywhere 


Sill ginali ää 
ipa gpaÀ al jal - iua paill - 
WAYI 


iLa Äl ia ilaa - 
e detil le 5 sat) - 


As giall jalal al jal - 
ds la Agha Lg) - 


CHAT) a Jalal! es ay) 
ALG fe Ga yall - Cala gleall As Lue - 


CON us Cy 


gÍ of CHUN) alata) - 
La shy Obs 


Helping others through social media and to 
solve some social issues 

like (improving Health care -fighting 
pollution—the Factors affecting climate 
change) 


Writing and speaking style online is very 
important when communicating 


- be polite and respectful 


- Use titles such as ( Mr. 
- Avoid making jokes 


- Mrs. — Dr ..) 


2 Asc lata! Å ginal 
plain) JUa) Silay ue Gy AY) bae Line 
dys Leiay) laa!) Gare da È ialll g 
cal grt) — itil aits - igana) Lose) Gaunt) fia 
(H ut À b Aga | 
Express your opinions in positive way freely 
and respect others 


SA = Spell - dyed) Jia AYI aliil - 
(ASEM a glu) giai - 


When communicating with someone you have 


not met before, you should: 
- Introduce yourself 

-Be clear about you’re your message is about 
-State your reason for sending the message up 
front 


lot alial ype yta Ai hs deli os ye - 
Ona 


- Accurate sources must be used, easy to 
understand and clear information 
- You must use credit source and safe sites 


Sg) dadig cy ill — 


Airy & gla ge psf Lantly OS - 
ASL NM Slur) qu Sa) - 


When communicating with a peer or classmate 
ou do not know well, you should: 
- Use the Full first name 

- don’t abbreviate it or use nicknames 
( it for close friends ) 


planil gi Cl Laii gA Cpa Mals Jo) aus) alaiul = 
5 jaiua 


Taass agi Jeng AASA Laali aiii Gay - 
Sla glali 


ALY g 4B oh gall Jiba aliiu Q~ - 


Stop visiting the site spread a harmful 
information 


When communicating with a close friend of 
ours: 


It is appropriate to use nicknames - 
- it's Ok to be more casual in tone when 
writing but remember to be respectful 


bua aila glee piii Ai il gäl gall SLG GS cii gill Gay 


Corporate social responsibility (CSR) 

Many companies include CSR tasks as a part 
of their business planes to help communities 
around the world 


apd IMA Cpe Apc laia) Aaiguua Legt! Glin gal) EAS 
| Aill Lä dates y daleli diail Lil act) 
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-5 jaiua plani aliul aliall cpa 
aug È dbal gill glui C984 GI gaal Gy - | 
Feelings and emotions are difficult to convey 
Text messages 
It will be visible on video calls 


uail Sila) ue AYAU eui Jai Guay - 
gots) Sue hal gill se 


Non-verbal communication is lost online 
communication because it does not clarify 
feelings 


Ais, Ay gla) Gilly Gadi Cra GUS jae gle (6 giai 
gaai ia dya Al co pall AB ral 


ANY GIGI jae ual gill DA hd gb) ut cl gill 


- Positive words should be used when 
communicating 

-Be conversational And use proper grammar | 
And correct spelling 

- Use emoji’s to add tone and emotion even in 
formal situations 

- Assume the best 


Ee licall g cil aarcil) conta ga Y 


- Containing Menus To find information about 
the content 

Avoid scrolling and wasting time looking for 
general information 

And Include clear titles and content 
information 


ual gill ais Alay! Gils ahia) Gay - 

AyDLal g Ay gat se) gh ALLS Slag paddy Gulya oS - 
Aaja 

Elia g Cal ail ALY Aa pearl) j ge pl! addin) - 
pau yl Cail gall (8 cia 

CAN Crug aad) 2 id) - 


The Alexandria Digital Library and the 
Egyptian Knowledge Bank website are 
examples of reliable online libraries . 


Auld!) Cle gleall gle gial ail gå le oo giai - 

CS dadl å Geb gl pad g ja peilll qin (6 ginal) 

Lali Cile gleag iail g Cu glic gaiii 9 dale Cle gles 
gal 


- Icons To reach sections of pages or other 
pages 


C4 g paal) AB aall ing ipad pl) dy uY ALa ab ge 
43 gä gall dui SIN) jtlaaall 


goal alaia yj dltaiall alu al Jguer gl! CG gij - 
-"Contact " and "About" field are easy to find 
so visitors can contact or learn more about the 
people involved in a website 
About may include taglines — short pieces of 
information to provide an overall theme of the 
website . 


The Egyptian Knowledge Bank offers : 

- The world's largest collection of online 
educational resources 

(books - articles - encyclopedias - dictionaries 
- video clips) 

- Files can be downloaded to your device 

- Content suitable for all ages 

- Safe, accurate and copyrighted sources 

- Free use for all Egyptians 


Lea iri Cj LRN g dhal gill Lite uel gi iaia - 
sdl 
gigal ge iale iaa ati cab gall ge" iaia - 


CHM) IY) e ipali 1) gall Gye Äe paza sl - 
(aill ehli - yanl gill — Gile gun gall - Al - 
djes (de cih) Yuji Ayilsa) - 

Jus) ga giustia gine - 

il) ggial gaii g 4B gi gag ihaj jla - 


helpful website features: 


- Containing search engines provide results . 
EKB and ADL content have specialized search 
engine 
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o create a website: 


To create websites we use programs such 
as WordPress 


Choose a blank template or one of the 
pre-loaded program templates. 


After choosing a template, you will have 
access to free design tools to create your 
website. 


When creating a website be sure to 
consider the photos and videos and 


font size / type 


WordPress Ji gly paiia Gu sll alge sLauiy 
ilai Gali all giLa sal gl FU ci gel jil -i 
coll dyag Gye aiiu Ga geil A Lid) way -Y 
. ASIN a ga e Lady Apila ayant Oi} gal 
dya cya Lldang pladiuys ges clad ge OIS (St -Y 
: Ble) ya chile sit} 
(231) aaa — gaili allies — gual) 


Homepage: It is the first screen a visitor sees 
when entering a website. 


as iji Lal gg ll gS) ALG Ces Apa pt) iaia 
«GAS gå gall Cl J gal 


Websites are (Commercial - non-commercial) 
(AIN -Alai gäl ge) col} Aas ASY] gäl pall aati - 
commercial websites: used To sell products 
and provide services such as Amazon 


-A reviews that's overly positive or negative 
shouldn't be trusted 


-advertisements also useful to get information 
about product 

Sites are can use your information about the 
sites you visit and in any online accounts you 
have and place advertisements towards 

(your interests - your geographic location—your 
gender—Your age) 

Example watching video about football 

The sites will provide you with advertisements 
showing sporting goods that are appropriate to 
your interests 


ALA) apa g ataia) aud prdiud ; Ay jail) afl gall 
Ogui eb gs Jia 


gili ce g A A Bade Lay) Gidley) 

— duia — cil ral) clad go ctiLaLeia! aut adi galld - 
CiLaladay) di gullet GUdS| auatig GH IY) uc ( dpa 
ail! 5 SI inal ehia ctisa lice Ji 

Adal glad) Ay gdb Ae) all eatin gêl gall 
dilain Y sulia 


- include customer reviews which can be 
helpful to both the business and the customer 


AS allg eladi aliil aaia sja gle g gai 
AS pily dall Cy JSI Sapia 


Review help customers decide if they want to 


buy product or not 


TrA Edge 


Is the web browser that comes with .) 
(Microsoft Windows) 


Josig ib gag Syla alii ($8) 2 Gig iaia ga | 


-- It is used for browsing, searching, streaming 


and watching videos 


Td eli IA gtd Gy! (te pall aeai aliil 
dad (ya 


non-commercial Websites -:- 
Providing information or raise awareness on an 
issue like Egyptian Knowledge Bank 


paill ghia oling Gall g iaia] aiiu - 


~~ It contains the collection feature to organize 


search in one place and on multiple devices 


-:- Aail je al gall 
iy Sia Le Albina Jya Aye gill gj Gils gleall ud gi 
g paal) 48 all 


daly Ola (pf Go le papal! ipali (le os gia 
aiia Sigal (ley 


“collection can through it add (entire web pages 


- videos - images - charts — graphs- texts - links 
— notes) 


-Be wary of fake reviews. They're usually 
written from a business itself to make their 
products seem more appealing 


dyad gl! Glib) Gary a gag quan es GAAN Gay - 
Milai gy g pill hga AS dill Gye 
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- ALLS Garg ilaia iila) LEI Cpe (Sas AS gama! 
Anly agu - Gahi - jpa sats allie iLi) 
( Hadh - halg - gapai 


~- Can also export each collection to other apps 


such as Word-Excel . 
word-Excel auy qdl Wipe (Sa - 


To start a collection 

Select Collection on the toolbar. 

Select (Start a New Collection). 

type your group's title in the box. 

Add content by selecting (Add current 
page) 

Drag an image into the collection. 
Select text or links and drag them into a 
collection 


l= bagal ( Collections le yaaa!) ) saa i 
wl gt) day yi 

Start a New Sasa 46 paza 62) id) Y 
.( Collection 

EY) Jala dis gaza I gic quis) Y 

UWE! Gye OS dis gama ill (5 gine Ciel s 
Add current Atti aial äiti ) 
( Page 

JAS gazali Jala al 5 jja qaul eo 

JAI coll auly Halo y gi Lapai sia." 
AS gazali 


Microsoft Editor 


To check grammar and spelling 


Online sources, including 
(reliable source - unreliable source) 
Reliable sources: 


Online libraries: such as the Egyptian 
Knowledge Bank. Alexandria Digital 
Library 

It contains many reliable educational 
materials (books - articles - encyclopedias - 
dictionaries-clips video) 


4B ral) lis Jia GN) ue Aad lial) 
dyad jl) dy aise) Aisa | s paali 

4B i gall Apasteill al gal) Cpa tute) (gle og giai 
(aii goalie - oal gh - Cle gun ge - lia ~ iS) 


digital maps: 
-Provides clear and accurate directions to 
required places such as Google Maps 


- Display streets or an area map 
: Arad Ml Jai) As 


Ay gibaal) GSLAY) (ol) Amida y Glalat! 8 93 - 
iihi ihai gj egill gal iul - 


ALLEY g Ay gail) se] gäll Cpe iail 


The editor will highlight problems such as 
capitalization errors, sentence fragments and 
missing or incorrect words and punctuation 


gh Boggs igal Aas A iiaia) Stivell aaay ral! - 


asd illy Lib iis h anis 9) ija olii 

Make a suggestion to correct each error and 
You decide whether to accept or ignore each 
suggestion 


Ja 5h oa Cully ayaat Aalst il hihi - 
dudad) gj sUBSY) anai zil 


Select the Editor icon in word's toolbar or in 
the browser to review possible grammar and 
spelling errors 


glaa galija Cl ga) ay yd Cpa yal 4G gil AA 
AULA) play) iral pal Gals 
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Electronic museums: 
It allows viewing museums digitally and 
includes information about each museum 


KS Chalial! balia Gut ; Aud 9 SIN) ciati 
ciai JS oe ile gles Jaig pod I! A jlge 


Specialized search engines: 

Google - Bing 

Search for reliable and secure information 
unlike general search engines 

It may lead you to unreliable, unsafe pages 
It is preferable to use keywords in the 
search 


Anaad tal) Graal) OLS jae 

google - bing 

CNS pra (iS gle ALY 9 AB gi gall ils glali ye Crna} 
Ales} Gait} 

dadi A igati) ALAS paladin) cad 


A website's Meta information 
Website include meta information such as 
keywords, information about the site 
: Ji Agia g Ciba glaa Aig SIV) gil gall aati 
Agog Lag ab gall ga Gila glaa - dgalidal) GLalst} 
When you use a search engine and get a set 
of results, 
The information that below each link is the 
meta information of the site. 
oa AS game gle aang (pins d yaa atiii Latir 
ch aly JS Gat 545) oll Cale geal) (ld giil 
ei gall ighas Eila glai 
This will allow to read more about the site 
before clicking on the link. 
ÄI JA gigal oe gjall Bp) jl iad dihen idg 
day) pose 


-At the bottom of the websites there is 


usually information such as : 
A copyright notice — logo — contact 
information and social media icons 


Fda g Än g SSTY! al gall Gyo liall e jell 8 


- BBall ai -piil gga Sle Ei aUl- 

dhal gil} Silay Cli gis) gi galli JUa cle gins 

ela) 

Clicking on these links can help you decide 
if the site is reliable 


- video chats 
- Live TV programmers 
- Instant chat rooms 


Asynchronous communication: It is 
communication that does not occur in real 
time and does not require an instant 
response 

such as : 

- email 

- Voice , text messages and recorded 
video clips 


iaa Y gill ual gill 92 BENDAR 
AÈ Agha) lle Yy (pled) Cid gl) J 

cg AS ay all - ie 

ilauna gaili ahliy apail g Ai gual) Jila - 


JB) Le ayaa å Jail gil oia de Ai dacluy oj OSa 


Y al i i ga gå gall GS 


Synchronous communication: 
Is a real time communication between 
people (at the same time) 
pal) Cg JS dual gl ga 
f (BSN i 8 ool) oai Guy 
It requires an instant response 
4a gf Aglaia) Gullit g 
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When is synchronous communication 
useful?? 

When you write about something out of 
everyday life to your friends or family 
and need a quick or immediate response 


Plage gal Fall JUa Cy 984 cota 
NglBrrcal ot) Ane gall Stand Cpe de yh Codi Ce ASN wi 
See dy Tay Sl] 


When is asynchronous communication 
useful?? 

when writing about Serious thing or 
complicated matters to someone you don't 
know well 

or with someone in authority, do not need 
an immediate response(answer right away) 


f Jaia Cyal foal) jue JUa 6) 984 cha 

Y Gadd (ol baira Silica yf ale God Ye AjLISI) sic 
Vase 48 jai 

SIÈU col) TUS Yy pies gaii ga yi 


Be polite: 
Even if you are upset about something what 
Do not use language that could be upsetting 
to the recipient. 

Respect the feelings of the recipient. 


bye os 
plisa CAS J) cia aA AS Ga glu) Ayer) 51) 
Ls al Jha liall Ge jy af Ly glu) aiiai 218 


Dr.Diego Ponce de Leon (holds a PhD from the 
Energy and Resources Group, University of 
California Berkeley 


Be patient 
if your 're sending a message to a close 
friend, they need time to respond, or may be 
busy. 

Give the recipient some time to respond 
before sending another message. 


zala (ya 5) ) giSal) ge ucla ) Coal od oig ga /s 
(algal g Äl aud Li j gils 


-Uses technology to build renewable energy- 


related data infrastructure and systems 
In order to improve the power system and 
reduce energy waste. 


Lage OS 

KÈ phe Goda (gl) Hill igang gly (cia Ai) (St 
Y pide gaiil Ja 6 983 38 gje ay ds ot} Gling 
«GAN Uag Slay) Jub Aga aa gl Gan (pital) cial 


Auld Aaj) g Aviat And slaty Lia ol ASil) atii - 
dell Gye dat g itall Cunt dal Cpe badaill ABUL 


Be helpful: 

Helping others is a part of being a good 
digital citizen. 

Use what you've learned to help the people 
you communicate with, whether it's a 
problem they're facing, or something they 
need help with. 

If anyone needs your help communicating 
online, share what you know. 


The world made a lot of progress in 
transitioning away from power generated by 
fossil fuels derived from coal, natural gas, and 
oil 

Instead, wind and solar power are being used 


Coa Yy ABA lg hae å pS) had aged alla 
oahl) Glad g aail Cpe g Aiai 4 8 oll aliia - 
ipai) iUa 9 Clr!) Ada alsin) ai Ladi! g 


U glaia US 

alLa inä i hl gall palic Cpe Gy AY) acua i 
cages dal sti Al alii bac Lual dialei La aasia 
al cod gl clad ggal g Sia a (28 MIS Í e) gue 

l LSY basbalo yalia 


be clear: 
it's easy for Misunderstandings to occur 
when communicating online 

Always be sure your message is clear. 

Read it back to yourself before you send it. 
Could the recipient misinterpret it? 

If so, review it one last time before sending. 


He work helps devices work efficiently is 
important too. 


(Thermostat)that Measures the temperature in 
refrigerators and air conditioners 


and programming a computer to monitor and 
control them through Sensors 

Sensors a devices which communicate 
information back to a computer 


:laalg OS 
SOG AY) e ual gill ae aw Lait! ¢ gu Cr gta gual Cys 
: al s 


Aadil Mil GSi i de Laila Gaal 
Ail eo AB Ja Mythos) Jub chad te Leja) 
CU Sever 

ALl Sud bad) Bye garal å Yhaial td CLs 13) 


Bu ate cr ilis IS Bulg} p> taal Jar 
Abou! ga lea Cleat g alai - 

cst BAA days Cons oll ( Cilia ga sill) lal alia 
CLE Sal 9 Cla dtit) 

Cs Uy paill y LÄN pal igas Giga doa ys ali ai 

der GS lai) i gal JOE 
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The amount of energy changes throughout the 
day 

Air conditioners are used a lot during the 
summer afternoons 


a gall ida git Ai i áäuati dyas - 
cot Sll 58 Lidl a a 
cinall Jai | 
Dr. Diego was able to Balance the power grid 
by moving and storing the electricity from one 
place to another so that the amounts are more 
equal 


a je), i - 
J sis GG Sa ge di Glan bill jai od Jail - 
Sa Cole pail g oss yh coll Quake) Gye dal - 


sL Jäi JA Cys ASUS AS LG Al pes gas /d al 
gill Yaa j sig Al coll Se Cee | 

In Egypt, a similar system is being used for a 
different reason . 
but to increase its agricultural land and to 
ensure food security 
and to ensure water is being used efficiently in 
newly reclaimed areas 


2- Updating Software: 

- Software should be updated regularly to help 
it work efficiently 

- Many programs install necessary updates 
automatically . 


2 eal yall iaa -Y 
SI Be US 
Label Gal pall ahaa å ainail Cans ai - 


Age | SM iay Bala 5! Sly ALi Gud Qt pene 
cella CY) Guba Glaal 
Al) Cacti) olpall alaia anjsi g 


Tips for common ICT issues 


1- installing software: 

Programs can be downloaded through the 
Internet like Microsoft Office and browser 
google chrome 


” we 


: Zll Cutt 
i gas g Sle Sis Gi UY SIS oa eal pall pi oS - 
riai 5 oi 5] 


Windows PC: 


The program is downloaded from the Internet 
through the download button 

Click on the file located in Downloads 

A box will pop up, follow the instructions to 
finish the installation process. 


el 53 OIE Ga CON fhe ll ead oh 
ais dale Lalla gä Sy ill alaa å all ehna - 
yii lec JLN a Yt 


Tap on the Apps icon 
Go to the app store (Google play stores) 
Find the application you want and click install 
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Windows PC: 


- Some major updates require a restart 
<— Updates and security«— Settings < start 
windows update 


Sothys alla Jary Ji gues jga (le 
head) dhii sale} 3 nS) ainail) jes lhi kal - 
Os ainail ilala Yai lay! Laild Gye 


Android devices: 


system updates«— System 
sag oil alii dary Sige (gle 
System al. <—system updates ela! Guass 


roubleshoot screen freezes 
indows PC 


Click on Ctrl+Alt+Del buttons 


The task manager will appear to shut down any 
program that is marked as "not responding" 


, turn off the device and restart it 
TURN ge aili) a eee 


cpl hidl joting ala: Jory jomas Sige (le 
gàbi eas al I3 Task manager eall 2x» yee 
abais sels jleall 


Android devices: 


Hold the power button for 30 seconds and 
restart . 
apg sail alli; Jai ijel le 
aladi acl ai al P+ bool 48h!) jj le hil 


- The computers Simple and efficient as an 
light switch allow only two states 
(on - off) 


iL gui Sie illai g Aas igasi o jga òl - 


(saby - Jadi ) hii callao gau Guo 
. This is why the binary number system is so 

well for sending and receiving and storing 

digital information. 

ile gleall Slay laa Sled iL tel) aUa ull Sig 

lehia g lgili g ipat I 


-What is the binary number system?? 

It is used to send and receive information and 
store them on electronic digital devices 

Such as computer, mobile phones and 
calculators by 2 numbers Just (0:1) 

Yes / No or On or Off 


oal de Lybia y áli g ila gle!) Jlu uy adii 
Ang SN) ity 
Ah oe lyulally i ganal ciil gilig igal Sie 


aml Cs 

Vg aal oati coll ABN a) (19 +) abt Ste 
Vs ny Hae gla ab ll pag 

(Ye) shea cdl col) ABN Go pcs 


As for the binary system, we add a number to 
the left by counting from the right, 
representing each position 

each place represents a value two times as big 
as the previous one and so is a quantity of 

Is ,2s ,4s ‚8s ,16s, etc . 


Oraal Cpa telly slot ool) Lad inai itil) adail Lal 


, A gand da 
OJ IAS g Ains Coll Cpe Sl Cath pa Anand 
GLATA 


ETE O 


-Technology is used to collect data in order to 
plan for the future 


Jadiwall hahai Caags GUL eaa haa sil aai - 


slab) 9) daii 9) Y / aad 


Humans use the decimal number system. 
Contains 10 unique numbers (0:9) 
Therefore, it is called the base ten system. 


aac) ie cS 5 ÄN pte) sell ald Quill) aad 
(9: +) baiia 


This system is used to represent all possible 
numbers, meaning that once we count past the 
number 9 


We add one of the ten unique number symbols 
as a digit on the left 
Counting from the right 
Example of the number (150) (the number to 
the far right is multiplied by 1 and the number 
in the middle is multiplied by 10 
And multiply the number to the far left (100). 
OÍ oity Nag AiSeall ati Y JS Jia aail jia atiis 
4 ait) j lati Lanie 
sadly lout) ol) Baiia b piel! lB Y) taj inai sell (8 
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Microsoft Word 

Word in (Microsoft office 365) 

efficient program to use when working on 
projects, as it allows group members to work 
together at the same time 

It allows other users around the world to edit 
the document if an internet connection is 
available 

(this can be done by setting up online editing) 


C4 word cÈ garg Sols Alas Elles Gali " 

PAO Cb ging Sila 

earl) ås gazali al AY canny gÈ Qa bea) Lin À ade - 
CY gaii å Lee 

Ja) iual) jy pats allali Jya Ge Cyd) padia] can 
ca AY Jhai Jag 

( LAY (te yard! b jue DA Ge ) 


Microsoft Paint 
You can save the image you create and then 
insert it into your document 


Microsoft Paint au!) eal, 
iall 8 Ugal al oi git Sill i gual Bia disa 


E-mail 

used to send your work to other group 
members or to your teacher 

Write your ideas in a message or attach a 
document or image that you've created 


pig ASIN) yall 

AS papal) JAI Gg AY) AYI (ol! elhas JY aiiu 
ales coll si 

| Ate sly Cations gf gue Gly! GSay 


Assigning roles 


Group members should know their roles in the 
project 

- Discuss the members of your group to 
determine the appropriate person for each part 
of the project 

The strengths of each group member to benefit 
-the group . 

-Elements necessary to complete the project 

- Tools needed to complete each individual 
project 

The format used to deliver the information 


| 
Eg seal) Â ad yl gal Ae gazali a 8) Cds o Guay - 
sja JY culi ail aait tis gene of 8) AU - 


A Essi 
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Excel 
To create a formula we must start with a sign = 
Ayla! J glial! qaliy 
= 4a Jani Gy) AY Aglaa ilea p Lay - 


We select the cells you want to add together, 
then click on the 


home page —» Auto sum —» enter 


ce 
buhi ai heraa djall ali YI le co gid (il) LDN saat 
ai Api yl aiall te 


o add titles or labels to a chart or graph: 
Toolbar —> chart design —> Add a chart 
element 


hoosing the graph/chart color: 
Toolbar —> chart design —>» format 


Choosing a chart/chart layout: 


Toolbar —> chart design —> quick layout 


Choosing a chart/chart type 
Toolbar ——»chart design —> change chart 


type 


Digital information — handling skills : 
You can research, collect , classify and 
process information using information 
handling skills . 


leialean g leiria g gean g 


Research:- 

- When searching for a topic, you must first 
define the topic of research (research 
question ) 

- Use the internet or offline sources that needs 
like digital books 


-: Šad 
Egg tytn Yaj Ging Cute & paga GS iani aie - 
Cra} 
coll GUAT Y CA aall gj GAY) Asc aiiu - 
Aad g ISI) AS he ai 
Collection: 
You can use word , Excel ( for numeric data ) 
and pen and paper 
Like (images - texts - videos -tables) 


: Cale glali aan 


Put important text in bold to make key 
-information stand out 

-Use the formatting tools to do this 

You can insert WordArt to make have even 
-more impact. 


ahai) tay alaaa g lil, a akadi anal agai 
Ayla) J gloat gj GiLalst} giles Gali jy 
(Jolia Us gtd ~ gapai- gual) Ugi OG! aall ys 


ilia ija; Lagali ile geal! gaal Gall padiy - 
(ËI 9) O aiia) baaa Gla glee jY - 

C4 ( ail BAN psd) Api i Gila glaall GIA - 
Sent 1 9.1 
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Classification: 
Excel graphs are one example of how can 
classify and provide a visual representation of 
data draw in the form of a graph 

ET 


a 


JA Cos oily auy 5 gee å Gils gleall Gaye y ihai 
hyla J stat) gali 


processing: 
It is the last stage to reach the results and share 
them with others 

you could use word for reports 

Excel for spreadsheet or PowerPoint to create a 
presntation. 


: Aatbeall 
Ges UGS Liag LAL ol} J gue ll Ala ja LAT Udy 
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HJA shay ALAS) Elles gali y alain (Say 
Anglia) Jolan gali y aliia (Sey gil aay alae Y 

Sg ed) galliy aldia GLa a ii Gaye aY 
dpa äiti 
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Microsoft Word 

- text is used To display important information 
in an attractive way 

To show emphasis on specific information 
-(use one or two colors) 
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Presentation software 

To display information in an attractive way 
through: 

Use different colors for the background and 
add the image , shapes and your own drawing 
Photographs that reflect your topic of your 
-message can catch the viewer's eye. 

Graphs and charts are a good way to share 
-data 

- Add an audio to enhance a text or image be 
sure should not be too long 

Or a video clip from the Internet or your 
creation. 


Apel) Lo y yall oli 

2 IDS Cpa Aalia 5) ques Gila gleall yaya 

SUSE g 5) gual) hiha g Ayala hitii 6) gli aliiu - 
Aula!) Cla gus stl g 

ogee) ols) Cal oj de gaga usai ill gual 
aUh AS hial baa Alen g Cia dal) g Avital a gun yl! - 
Y ay baal gh gaill Ja jal ipa ghis iiL) - 
Soh OS 
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movie maker 

- Used to create a film from a selection of still 
images 

- You must respect copyright and intellectual 
property rights when using 

Pictures, video clips, or audio files 


movie maker pY giles 
C4 AS game JA Cue gadi ghia gj ald sLisy padi - 
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ALS gall AiL gi gil uait 9) ) qucall 


is a chart that shows a sequence of content that 
forms a plan or outline of your presentation 

-It allows you to plan your ideas 

- pre-visualize the results of the presentation 

- Tell your story in a simple way through 
presentation software 


dall åa ol 

g bhia Jå le oyaa g gine Julai ig bhia ed 
gaki dia al iae bb ghd 

lipa Qa yal) gili gut g ALEI huhan oll at - 
Alay 48) pas Aci) Al a ii g 

iiil gasy Gali js JOE Gye All ais g 


o see an Overview of your presentation: 


Add a description for each slide Gote 
view Slide sorter 


cal al 


presentations 
10 up to ten slides only. 
20 no longer than 20 minutes 


30 font no smaller than 30- 
point size 


araail] yay yall mli QA Fe - Ve - V+ bac’ 
aif aS el yds ied Vs 
ida Ys jlo Y gin pll dae gf int Ys 
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-The presentation should not provide a 
large amount of information so as not to 
tire the audience 
- Font size should be easy to read 
4 B HS AS (esti! G2 pall pas GI Gan Y - 
Jel BAY se Ob shall 
Bel yall Je hAl pam US ol Ga - 
When your presentation is taking shape, look 
at the "Design" tab in PowerPoint which offers 
alternatives to the normal black-and-white 
design of your presentation. 


: ( eaill) ist 


Can 5 a Y ceall araail iha SILA adi 
HTML 


It is a (Hyper Text markup language) used to 
create web pages and is the language that will 
be displayed on a web browser 


— 


word can be used to create your web page 
Choose "Web Layout" in the " View" tab. Save 
the file as a web page 

File > save as > web page 


EP LEPE a qual ys aladtaal Sas 
Dies 

Bis ab uel" Cy sth Ge " oa ll gsi" cle hill 
er eae 


File > saveas > web page 


the pictures 

must use a larger image that reflects the main 
message or to provide information for your 
story 


Jal 
Cale glee asad gh Apa pl ADL pI yo ed Leola! Gia 
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The Title or Heading 
Your story should have a Title or Heading that 
catches your audience's attention 
- It should have a larger font size than the rest 
of the text so that it stands out 
Cy) giz 
LEYI Gals jue Gl sic tinal Gy 9 gl Gay 
Age yall ya glial Gey es iall yo 5S) has CHS: - 


Subtitles (Subheadings) 
Allow your audience to see what a particular 
section of your story is about. 
You write in a smaller font than the headings 
iae pall Gp slicll 
e jall an al slaty gal e gata gall åå yee Cpe arall OSa 
cet ol iall Ge penal bas i - 


Font type 
It is preferable that the paragraph size be 
smaller, but clear and visible 
It is preferable to use simple fonts so your 
message is not hard to read 
All ¢ 93 
is lal y USI penal 5 fill aaa OS oj Jandy 
Lede 98 Al squat Aaa! Le balaaa ads - 
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